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Guide to Audio-Visual Training 
Aids 

When You Say “Take a Letter” 

How to Improve Employee 


Maintenance and the Supervisor 

Age Bias Comes Under Fire (D) 

Our Changing Business Environ- 
ment: What’s Ahead for the 
Supervisor 

Working with the Purchasing 
Department 


Feb. 


Mar. 


Apr. 


Apr. 
Apr. 
May 


Jun. 
Jul. 


Aug. 


Sep. 


Oct. 


Nov. 


Dec. 


Jan. 
Jan. 


Feb. 


Feb. 


Feb. 


Mar. 


Mar. 
Mar. 


Mar. 


Apr. 
Apr. 


May 
Jul. 


Aug. 


19 
38 


28 
33 


36 
8 


16 
38 


41 


11 
24 


23 
16 
34 

Zz 


8 


When You Should Use the 
Training Conference Method 

What a Merger Can Mean (D). 

First Things First (C) 

Systems and the Supervisor ... 

Is Microfilm Always the An- 
swer? (D) 

Working with the Personnel De- 
partment 

Office Layout Made Simple.... 


Plant and Equipment 


Why Tools Fail (D) 

Ergonomics: New Approach to 
Employee Health (D) 

Maintenance by Computer (D) 

Cutting Costs: Where Do You 
Begin? (D) 

What the Supervisor Should 
Know about Plant Work Flow 


Solving the Noise Problem (D) 

Time for a Housekeeping Check- 
up? 

Detecting Fires Automatically 
(D) 

Get the Most from Your Storage 
Space 

Welding Fires Needn’t Happen 
(D) 

Department Output Slipping? 
Check Up on Working Condi- 
tions 

Get More Maintenance for the 
Money (D) 

Quality Control and the Super- 
visor 


Sep. 
Sep. 
Sep. 
Oct. 


Jan. 


Feb. 
Mar. 
Mar. 
Apr. 


Apr. 


May 


May 


Maintenance and the Supervisor Jul. 


A Program for Safer Materials 
Handling (D) 


How to Prevent Pilferage (D).. Jul. 


Getting Workers to Use Safety 
Equipment 

How to Make a Plant Pilfer- 
Proof (D) 

Helping the Employee Protect 
Himself (D) 

How to Spot Hidden Safety Haz- 


Making the Most of Mainte- 
nance Manpower (D) 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Problem Solving 


(See also Creativity) 
Don’t Overlook Problem Solvers 


Must Problem Solving Meetings 
Bea: Froviem?  ....5:.5% 03). Oct. 


Productivity 


(See also Methods; Morale; Motiva- 
tion) 
10 Keys to Greater Accomplish- 
ment (D) 
Eight Ways to Motivate Plant 
Employees Feb. 
Cutting Costs: Where Do You 
Begin? (D) Feb. 
What the Supervisor Should 
Know about Plant Work Flow 
Feb. 
Time for a Housekeeping Check- 
up? Mar. 
The Value of Dissatisfaction... Apr. 
Get the Most from Your Storage 
Space Apr. 
More Efficiency in the Mailroom 
(D) Apr. 
Department Output Slipping? 
Check Up On Working Con- 
May 
Improve Employee 
May 
Communication—Or Confusion? 
May 


How to 


How to Get More Productivity 
for Less Money 


Promotions 


How Not to Pick an Assistant.. Jan. 
Unfair Appraisal? (C) Jan. 
How to Pick a Successor (D).. Apr. 
How Not to Be Promoted (D).. Aug. 


Public Speaking 
When You Make an Oral Report 


Purchasing 


Forecast for Offices: More Ex- 


pansion (D) Mar. 41 


Working with the Purchasing 
Department 
How to Select the Right Copier 


Quality Control 


(See also Communication; Cost Con- 
trol; Training) 

Eight Ways to Motivate Plant 
Employees 

Quality Control and the Super- 
visor 

How to Cut Costs Without Cut- 
ting Quality 


R&D 


(See also Technology) 
R & D and the Supervisor 


Safety 


Ergonomics: New Approach to 
Employee Health (D) Jan. 

Solving the Noise Problem (D) Feb. 

Better Safety Through Better 
Supervision Mar. 

Detecting Fires Automatically 
(D) Mar. 

How to Reduce Off-the-Job Ac- 
cidents Apr. 

Welding Fires Needn’t Happen 
(D) Apr. 

“Gambling and Drugs in My 
Department?” (D) ... May 

Don’t Neglect Office Safety (D) May 

How to Put New Life into a 
Safety Program 

Play It Safe 

A Program for Safer Materials 
Handling (D) 

Getting Workers to Use Safety 
Equipment 

The Concealed Injury (A) .... 

How to Develop Positive Safety 
Attitudes 

Must Night Shifts Be a Head- 
BOWE? 5, sieterecisue,sceiesa stole witier Nov. 

Safety Tips for the Woman 
Alone (D) 


(A)—Arbitration Case; (D)—Digest; (C)—Case 


44 SUPERVISORY MANAGEMENT 





How to Make a Plant Pilfer- 
Proof (D) 

Helping the Employee Protect 
Himself (D) 

How to Spot Hidden Safety Haz- 


Self-Development 


When a Supervisor Outsmarts 
Himself 
Can You Answer a New Em- 
ployee’s Questions? ........ Jan. 
10 Keys to Greater Accomplish- 
ment (D) 
When You Make an Oral Report 
(D) 
The Computer and the Super- 
visor 
Tips on Saving Time (D) 
How to Pick a Successor (D).. Apr. 
Read More in Less Time (D).. Apr. 
What Makes a Good Manager?. May 
In the Heat of a Strike: Cool It May 
Tips on Writing Better Letters 
(D) 
Quality Control and the Super- 
visor 
It May Be Smart, But Is It Wise? Jun. 
Solving the Problems of Persua- 
sion. Part 1: How to Create a 
Receptive Attitude 
Solving the Problems of Persua- 
sion. Part 2: How to Find Out 
What People Are Really Say- 
ing Jul. 
Maintenance and the Supervisor Jul. 
R & D and the Supervisor 


Working with the Purchasing 
Department 

Systems and the Supervisor .... Oct. 

Working with the Personnel De- 
partment 

When a Manager Wears Two 


Special Supervisory Problems 


Can You Answer a New Em- 
ployee’s Questions? ........ Jan. 


How to Pick a Successor (D).. Apr. 29 


Aug. 
How Not to Be Promoted (D). Aug. 


13 


“Gambling and Drugs in My May 

Department?” (D) aay 
Advice for the Man Who Super- 

vises Women J 
Employing the Unemployables Jun. 
Put More Meaning into Summer 

Jobs (D) 
Making the Most of Temps.... Jul. 
How to Prevent Pilferage (D).. Jul. 
Hard Look at the Hard Core 

Aug. 

Age Bias Comes Under Fire (D) Aug. 
A Woman Supervisor Replies... Sep. 
What a Merger Can Mean (D) Sep. 
Coffee Breaks: Keeping the Cost 

Down (D) 
The Mentally Retarded Can Do 

a Job (D) 
Must Night Shifts Be a Head- 

| | 1 a ae A er a ae Nov. 


Supervisory Relationships 
When a Supervisor Outsmarts 


Quality Control and the Super- 
visor 

Maintenance and the Supervisor Jul. 

So Your Boss Is a Problem (D) Jul. 

R & D and the Supervisor 

Working with the Purchasing 
Department 

How to Pass the Buck and Other 
Supervisory Games (D) .... Sept. 

Systems and the Supervisor .... Oct. 

Working with the Personnel De- 
partment 

Working with Production Con- 

Dec. 


Nov. 


Technology 


Maintenance by Computer (D) 

The Computer and the Super- 
visor 

Detecting Fires Automatically 
(D) 

What the Supervisor Should 
Know About Computer Time 
Sharing (D) 

Welding Fires Needn’t Happen 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Is Microfilm Always the An- 
swer? (D) Oct. 33 
How to Select the Right Copier 
Oct. 36 


Training 
(See also Communication; Delega- 
tion; Safety) 


Can You Answer a New Em- 
ployee’s Questions? ........ 
Keeping a New Employee Fired 
Up Feb. 


Bringing Trainees Up to Top 
Performance (D) Mar. 
Guide to Audio-Visual Training 
Aids Apr. 
How to Pick a Successor (D).. Apr. 
How to Improve Employee 
May 
Employing the Unemployables Jun. 
Put More Meaning into Summer 
Jobs (D) Jun. 
A Program for Safer Materials 
Handling (D) Jul. 
What the Supervisor Should 
Know About Programmed In- 
struction Aug. 
When You Should Use the 
Training Conference Method Sep. 
White Collars for the Hard Core 


Women Workers 


The Battling Boy Friends (A).. Jan. 9 
Advice for the Man Who Super- 
vises Women Ce 


A Woman Supervisor Replies. . Sep. 
What a Secretary Wants from 
Oct. 


Workers, Special Groups 


Employing the Unemployables Jun. 
Put More Meaning into Summer 
Jobs (D) Jun. 
Making the Most of Temps.... Jul. 
Tapping the Talent of Ex-GlIs 
(D) Jul. 
Hard Look at the Hard Core 
Aug. 
The Mentally Retarded Can Do 
a Job (D) Oct. 
Must Night Shifts Be a Head- 
Fle! 2} ae eee BE Ae Nov. 
White Collars for the Hard Core 


Writing 
(See also Communication) 


In Praise of the One-Page Memo Feb. 
How to Spend Less Money on 
Mar. 

When You Say “Take a Letter” Apr. 
Tips on Writing Better Letters 

(D) 
Ask Questions to Cut Forms 

Costs (D) 
How to Select the Right Copier 

(D) Oct. 
Control Those Copying Costs 

(D) Nov. 
Improve Your Report Writing 

Part 1; Getting the Facts.... Dec. 


Authors 


BONNER, GORDON and Durr, FRED. Our Changing Business Environment: What’s 


Ahead for the Supervisor 


BRADHURST, MurPHy W. Developing a Better Filing System 


BRANDT, JOHN J. Making the Most of Temps 


Burrows, J. Howarpb. When You Say “Take a Letter” 
CHASINS, C. W. Advice for the Man Who Supervises Women 
COLE, RoBERT J. If You’re Sued After a Car Accident 
CoNTOS, CATHERINE. The Computer and the Supervisor 
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DEVILLE, JARD. “Human Relations” Is Not Enough 

DeEwuursT, JOHN D. Employing the Unemployables 

Durr, FRED and BONNER, GORDON. Our Changing Business Environment: What’s 
Ahead for the Supervisor 

FEIGENBAUM, ARMAND V. Quality Control and the Supervisor 

Furr, JOHN B. What the Supervisor Should Know About Programmed 
Instruction 

When You Should Use the Training Conference Method 

GopDARD, WALTER. Working with Production Control 

GOLD, ROSALIND. Keeping a New Employee Fired Up 

——Focus on he 


HORMEL, 

HURLEY, CHARLES and Smith, H. Perry. R & D and the Supervisor 
KRECH, Epwarp M. Working with the Purchasing Department 
Lau, SANDRA. Beware the Information Hoarder 


—In gcc of the One-Page Memo 
——Better Safety Through Better Supervision 
——tThe Value of Dissatisfaction 


—Loyalty Is a Two-Way Street 
——-Silence Can Be Costly, Too 


_The Need to Say No 

Meyer, HERBERT H. and SoRCHER, MELVIN. Eight Ways to Motivate Plant 
Employees 

Morais, JILL. Revitalizing a Run-Down House 

Mott, STEwWaRT C. Don’t Forget Followup 


NIRENBERG, JESSE S. Solving the Problems of Persuasion. Part /: How to Create 
a Receptive Attitude 

—Solving the Problems of Persuasion. Part 2: How to Find Out What People 

Are Really Saying 

OTTINGER, MARTHA. What a Secretary Wants from Her Boss 

Pappas, WILLIAM G. Working with the Personnel Department 

PasTER, IRvING. Think Before You Discipline 

RICCARDI, MICHAEL F. Maintenance and the Supervisor 

SCHERBA, JOHN. How to Improve Employee Skills 

Smit, H. Perry and HuRLEY, CHARLES. R & D and the Supervisor 

SMITH, MARSHALL. Improve Your Report Writing. Part 1: Getting the Facts.... 

SoRCHER, MELVIN and MEYER, HERBERT H. Eight Ways to Motivate Plant 
Employees 

STEINMETZ, LAWRENCE L. What to Do About Poor Performers 

STERN, L. E. When an Appliance Breaks Down 
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STONE, Morris. If You Were the Arbitrator 
PS BOING OV EGICBGS 6 5.5.x :0:6.5:6:0;00-056 0's, 004 ie'e sidteigin's. 6 Wala nae muacsaten Jan. 


——tThe Missing Name 
——tThe Non-Stop Talker 
——A Question of Attitude 
——The One-Man Walkout 
—tThe Concealed Injury 
—tThe Chain-Bumping Foreman 
— —The Compulsive Checkers Players 
_The Hot-Tempered Steward 
VALENTINE, RAYMOND F. When a Supervisor Outsmarts Himself 


Department Output Slipping? Check Up On Working Conditions........ May 
——Why Workers Say “I Quit” 


Here’s What the Arbitrator Said 
(See “The Hot-Tempered Steward,” page 17.) 

THE AWARD: Paul was reinstated, but not without a stern lecture. 
The reason for the reinstatement was that the discharge repre- 
sented “double jeopardy” in that Paul was first suspended (for 
a time to be determined by himself) and was later discharged for 
the same offense. If Paul had merely been sent home pending a 
determination of the case, the outcome might have been different. 
“It is axiomatic in the administration of disciplinary enforce- 
ment,” the arbitrator wrote, “that a penalty, once issued, cannot 
be increased on reconsideration of the same offense. The company 
action in sending the grievant home with a pass, directing him to 
remain away until he decided to comply with instructions, can 
only be described as imposing a time-off penalty.” The arbitrator 
added that such indeterminate penalties are “unorthodox” and 
“highly questionable,” but if that is the kind of penalty manay- 
ment imposes, it “closes the door to further action.” 

In concluding, the arbitrator said that the award should not 
be taken as “giving license for anyone, on either side, to overstep 
the requirements of personal approaches grounded on mutual 
respect and recognition of responsibilities. The record of the 
grievant shall include a ‘warning’ due to leaving his post without 
permission and shall also include the 15-minute penalty which 
he served.” 


NOTE: This award does not indicate how other, apparently similar cases 
might be decided. Arbitrators do not follow precedent; each decision is 
based on the history of the case, the contract, testimony and other related 


facts. 
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